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Step 1: You will receive an email that you have received a new submittal package that a Tier 2 project is 
ready for your Review and Approval. Click on the link to take you to the submittal page.

Step 2: Once in the incoming submittal page you can view the package by navigating through the tabs.

General Tab: 

Click on the link

Work Area Name

Submittal Subject

Tabs to navigate 
through 
submittal details

Must 
Acknowledge 
First
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Recipients Tab:

Documents Tab:

Step 3: Navigate to the My Response tab and use the arrows to review all attached documents. When 
responding to the transmittal select one or all the documents and set Response to Approved or 
Rejected.

 

Arrows will 
expand each 
attached 
document

Add comments 
as you see fit

Click on browse to add attachments. 
Attachments and review comments 
shall come in the form agreed on by the 
project team

Set Response as Approved or 
Rejected once Plans are reviewed

Send Response

Send Response

If needed, add comments 
about the review


